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Two (2) Project Helicopter Manager positions are established within Alaska to strengthen the 
resource aviation program.  Potential catastrophic events indicate a continuing need for 
education and on site supervision by experienced helicopter managers.  It is not the intent of the 
aviation program to “take up a seat” during the mission.  The employees assigned to these 
positions will work toward accomplishing the tasks listed below.  The list is not intended to be 
all inclusive, but a starting point for managers and resource specialists to consider as they 
accomplish their mission. 
� Assist managers in the planning, development and completion of the Project Aviation 

Plan and Risk Assessment per the BLM Alaska State Aviation Plan 
� Assist via on the job field safety and awareness training to employees that use aviation 

resources in accomplishing the BLM mission in Alaska. 
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� Train field personnel in setting up flight following procedures, external load work, 
transport of Hazmat material, helispot management, & load calculations. 

� Assist in developing the employee’s field skills that have completed the Project 
Helicopter Manager class.   

� Ensure that field aviation operations are being conducted in a safe manner and correcting 
unsafe practices on the spot. This will be done in a professional manner that assists field 
personnel, with the intent of not hindering the progress of their project. 

� Work with Project Managers to ensure that OAS-23’s are completed properly and routed 
to the appropriate office as a completed and correct document. 

� Perform the duties of Project Helicopter Manager whenever there is an identified need. 
� Perform the duties of Helicopter Manager for VIP/SES flights.    
 
 
In the Southern part of the state, the helicopter operations specialist will be working as part of 
Zone Fire Staff (AK-315).  Their time and assistance can be scheduled through the dispatch 
office in Anchorage (907-267-1360).   
 
In the Northern part of the state, the helicopter operations specialist works as part of the BLM 
State Aviation Managers staff (AK-360).  Their time and assistance can be scheduled through the 
Alaska State Helicopter Operations Spec.  He can be contacted at (907) 356-5571.  If you have 
any questions or any suggestions to improve the aviation safety program, please contact any of 
the aviation staff.   
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� Lighting type and illumination levels will comply with published Illuminating Engineering Society 
(IES) standards but will not supersede standard aviation guidelines governing runway lighting. 
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All access to the AOA and other sensitive areas will be subject to access control procedures. 
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� A “key control” system will be used to regulate and monitor the distribution of 

keys/combinations/codes/access cards/passes/badges/etc. General procedures will include: 
� The number of keys/access cards/passes/badges available will be limited and will require approval 

to duplicate. 
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♦ Locking devices and methods must be installed in a manner that precludes their inadvertent interference 

with in-flight operations. 
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AVIATION DOCUMENTATION MATRIX  
 

 
DOCUMENT 

 
PURPOSE 

 
RESPONSIBLE 

 
FREQ 

 
ACTION/REMARKS 

 
9400-1a 
Flight 
Request/Schedule 

 
-Initiates all flights 
 
-Documents aircraft, pilot 
and vendor info, itinerary, 
charge code, passengers 
and weights, etc. 

 
-Requesting 
individual initiates 
form 
 
-Supervisor of 
requestor approves 
flight with signature 
 
-Aviation Mgr or 
Dispatcher completes 
form; procures 
aircraft 

 
-At least 3 days 
prior to any flight 
-Dispatch may be 
able to process in 
less than three  
days depending 
on work load and 
availability of 
aircraft 
-Aircraft 
Resource Order 
may be used for 
Fire flights 

 
-Copy given to Flight 
Manager and/or 
receiving or enroute 
Dispatch 
 
-Retain copy in local file 
for two years 

 
9400-2 
Special Use Flight 
Safety Plan 

 
-Identify aviation hazards 
for Special Use flights 
 
-Perform risk assessment 
and analysis; pre-plan 
Special Use flights to 
mitigate risks 
 
-Approve essential 
passengers 

 
-Project Manger 
completes 
 
-FO Line Manager 
and State Aviation 
Manager approves 
with signature 

 
-At least 3 days 
prior to Special 
Use flight 

 
-Plan reviewed with 
pilot, passengers and 
ground crew 
 
-Reverse of 9400-1a may 
be used on simple 
Special Use flights 
 
-Retain copy in local file 
for two years 

 
OAS-110 
Travel Cost 
Analysis 

 
-Determine most cost 
effective mode of 
transportation for 
administrative/resource 
flights 
 
-Required for SES flights to 
satisfy OMB Circular A-
126 

 
-Local Aviation Mgr 
or Dispatcher 

 
-At least 10 days 
prior to flight 
 
-Every SES 
flight (except 
“required use” or 
“mission” flights 
with SES pax) 

 
-Fax to DOI Solicitor 
Office for SES flight 
approval 
 
-Retain copy in local 
files for two years 

 
GSA 3641 
Senior Federal 
Travel Report 

 
-Report all Senior Federal 
employee (SES) travel in 
Government aircraft 
 
-Required by OMB A-126 

 
-Local Aviation Mgr 
or Dispatcher 

 
-Every SES 
flight 
-Consolidate and 
report every 6 
months for semi-
annual periods: 

 
-Field Office Aviation 
Mgr submit to State 
Aviation Manager 
-SAM consolidates, 
submits to NAO 
-Retain copies at local 
level 

 
OAS-106 
Aviation Course 
Presentation 
Record 

 
-Document each Aviation 
training session presented; 
date, time, location, 
instructors and trainees 

 
-Local Aviation 
Manager or Course 
Coordinator 

 
-Course 
completion 

 
-Send to OAS if IAT 
instructed 
 
-Retain copy in files 
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DOCUMENT 
 

PURPOSE 
 

RESPONSIBLE 
 

FREQ 
 

ACTION/REMARKS 
 
Aviation Training 
and Qualification 
Record 

 
-Document individual 
employee aviation training 
completed and aviation 
position qualifications 
 
-Used for review/approval 
and employee development 

 
-Employee and 
Supervisors. 
 

 
-Update as 
necessary 
 
-End of fiscal 
year or prior to 
field season 

 
-Local mgr or supervisor 
reviews with employee; 
approves with signature 
 
-Must be supported with 
training and experience 
records 
 
-Retain copies locally 

 
OAS-34  
“SAFECOM” 
Aviation Incident 
Report 

 
-Document any aviation 
hazard, maintenance 
deficiency, incident or 
unsafe act 
 
-Identify trends, areas of 
concern, training needs, etc. 
to management 

 
-Pilots, aircraft 
managers, 
passengers, ground 
personnel, 
dispatchers, etc. 
 
-Anyone who 
observes aviation 
hazards, incidents or 
unsafe practices 

 
-ASAP or 
within 48 
hours of each 
occurrence 

 
-Local Aviation Managers 
should follow-up 
immediately 
 
-Submit to OAS Safety by 
fax or electronic 
 
-Submit copy to State 
Aviation Manager 
 
-Retain copy locally 

 
Aviation 
Management Plan 

 
-Provides a reference for 
BLM employees, aviation 
managers and other agency 
personnel 
 
-Outlines State and Field 
Office aviation 
organization, procedures, 
accident prevention 
measures, etc. 

 
-Field Office 
Aviation Manager 
prepares for 
jurisdictional area 
 
-State Aviation 
Manager prepares 
statewide plan 

 
-Update 
annually 

 
-Serves as supplement to 
BLM 9400 manual; should 
not be more restrictive 
 
-Content, length and level 
of detail will be 
commensurate with local 
aviation activity 
 
-Keep as reference 

 
Plan 
Incident/Accident 
Response  

 
-Pre-plan emergency 
procedures and contacts in 
the event of aircraft mishap, 
accident or overdue aircraft 

 
-Field Office 
Aviation Manager 
and Dispatch prepare 
for their area of 
responsibility 

 
-Update as 
necessary and 
annually 

 
-Post in Dispatch, front 
desk and airbase offices 

 

 
Aerial Hazard Map 

 
-Visually display aerial 
hazards for flights or 
aviation projects 
 
-MTRs, MOAs, towers, 
powerlines, cables, 
airstrips, heliports, etc. 

 
-Field Office 
Aviation Manager 
and Dispatch prepare 
for their 
jurisdictional area 
-Use information 
from NOAA 
Sectionals, AP1B, 
etc.  

 
-Update as 
needed and 
annually 

 
-Display in Dispatch and 
airbase offices 
 
-Review with pilots and 
aircrews prior to flight 
 
-Attach “site specific” 
aerial hazard maps to 
Special Use Plans  
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DOCUMENT 
 

PURPOSE 
 

RESPONSIBLE 
 

FREQ 
 

ACTION/REMARKS 
 
Airbase & Hazard 
Database 

 
-Document location and 
info database on the 
following: 
  Airports, airstrips 
  Heliports, helispots 
  Dipsites 
  Refueling sites 
  Aerial Hazards 
  Etc. 
-In digitized form may be 
used with GIS to generate 
hazard maps, etc. 

 
-Developed at Field 
Office level by 
Aviation Manager, 
Dispatchers, Aircraft 
Managers for their 
jurisdictional area 
 
-State Aviation 
Manager to 
consolidate into 
statewide database 

 
-Update 
continuously 
and annually 

 
-Locations of all full-time 
and temporary operational 
sites by Lat/Long 
coordinates 
-Info on each site: 
 
  Size, layout, access 
  Elevation 
  Capabilities & limitations 
  Local Hazards 
  Ownership, facilities, etc. 

 
Aviation Statistical 
Report 

 
-Provide management with 
operational and cost 
summary of aviation 
activity 
 
-Categorize activity by: 
 
  Subactivity 
  Contract/ARA/Cooperator 
  Rotor vs. Fixed Wing 

 
-Field Office 
Aviation Manager 
and Dispatch prepare 
for jurisdictional area 
-State Aviation 
Manager prepares 
State Office report 
and consolidates with 
FO reports to 
compile statewide 
summary 

 
-Prepare at end 
of fiscal year 
for period: 
 
  Oct 1 - Sept 
30 
 
-FO submit to 
SAM by mid-
Nov 

 
-Should include 
Incident/Accident 
Summary, Aviation 
Training Summary and 
other aviation 
accomplishments in the FY 
 
-SAM compiles statewide 
report 
 
-Retain in historical files 

 
OAS-20 
Request for Rental 
Services 

 
-To request a specific 
vendor/aircraft to be 
secured and approved on an 
OAS Aircraft Rental 
Agreement (ARA). For 
recurring needs where cost 
of each use will be less than 
$25K 

 
-Local Aviation 
Manager identifies a 
bona fide need. 
Completes form; 
sends to State 
Aviation Manager 
-SAM reviews; sends 
to NAO 

 
-When a need 
is identified 
and local 
vendor is 
available but 
not secured by 
current ARA 

 
-National Aviation Office 
reviews; if approved, sends 
to OAS for action 
 
-OAS inspection/carding 
may take weeks 
 
-Retain copies in local files 

 
 
OAS-13 
Request for 
Contract Services 

 
-Initiates exclusive use or 
on-call contracting process 
when aircraft are needed for 
a specific period and cost is 
expected to exceed $25K. 
Identifies number of days, 
designated base, estimated 
cost, etc. Verifies funding. 

 
-State Aviation 
Manager prepares 
with requestor input 
 
-OAS uses to develop 
contract 
specifications and 
solicitation 
 

 
-Submit at 
least six 
months prior to 
time services 
are needed 

 
-SAM submits to NAO; 
NAO submits to OAS 
 
-Must be accompanied by 
OAS-13A or 13H 

 
OAS-13A & OAS-
13H 
Request for 
Contract Services 
Supplement 
(Airplane or 
Helicopter) 

 
-Supplements the OAS-13. 
Describes aircraft 
requirements, 
specifications, equipment 
and services needed 
 
-OAS utilizes to prepare 
contract specifications and 
solicitation 

 
-Completed by local 
Aviation Manager 
 
-Reviewed by State 
Aviation Manager 

 
-Submit at 
least six 
months prior to 
time services 
are needed 

 
-Field Office prepares and 
submits to State Aviation 
Manager. SAM reviews 
and sends to OAS.  
 
-Fire Aircraft requests are 
sent to NAO/OAS. 
 
-Retain copies in local files 
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DOCUMENT 
 

PURPOSE 
 

RESPONSIBLE 
 

FREQ 
 

ACTION/REMARKS 
 
Contract Daily 
Diary 

 
-Document daily activities 
and facts concerning 
contracted aircraft: 
 
Vendor & agency personnel 
assigned 
Flight activities & 
equipment use 
Maintenance or non-
compliance 
Significant events 

 
-Contract Project 
Inspectors 
(PI)/Aircraft 
Managers 

 
-Complete 
daily during 
contract period 
 
-Submit copies 
to SAM/COR 
every two 
weeks 

 
-May be used if contract 
disputes or litigation 
occurs 
 
-May be used for ARA or 
on-call aircraft for duration 
of project 
 
-Retain copies in local 
contract files 

 
OAS-23 
Aircraft Use Report 

 
-Serves as flight invoice; 
documents aircraft use, pay 
items, charge codes and 
authorization 
 
-Used for ARA, CWN, 
Contract and some 
cooperator flights 
 
-Aircraft vendors are paid 
from this form 

 
-Pilots, Flight 
Managers and/or 
Aircraft Managers 
complete this form 
together 
 
-Reviewed and 
signed by local 
Aviation Manager 
 
-OAS reviews and 
processes; makes 
payment to vendors 

 
-Complete 
daily 
 
-Submit at time 
of release or 
every two 
weeks for 
ARA and 
CWN 
 
-Submit every 
two weeks for 
Exclusive Use 
Contract 

 
-Blue copy to pilot/vendor 
 
-Yellow copy retained at 
local office 
 
-White copy (original) sent 
to OAS 

 
Daily Cost/Use 
Summary 

 
-Summarizes cost and use 
statistics for a specific 
aircraft for one operational 
period (day). Used by 
Incident or local 
management or users to 
track costs and analyze use. 
 

 
-Aircraft 
Managers/Project 
Inspectors 

 
-Complete 
daily 

 
-Aircraft Managers/PI 
submit to Incident Airbase 
Mgr/Air Ops personnel or 
to local FMO. 
-Retain copies in local 
contract, project or flight 
files 

 
OAS-72 
Evaluation Report 
on Contract 
Performance 

 
-Comprehensive evaluation 
of contractor personnel, 
aircraft and equipment for 
the exclusive use period 
-Evaluation should be 
supported by Daily Diaries, 
OAS-23s and other 
documentation 
-May be used in awarding 
future contracts 

 
-Aircraft Managers, 
Project Inspectors 
(PI) at the field level; 
State Aviation 
Manager (COR) 
provides input 

 
-At the end of 
each exclusive 
use period 
(yearly) 

 
-PI sends evaluation to 
State Aviation Manager 
(COR); COR submits to 
Contracting Officer (CO; 
OAS) 
 
-Retain copies in local 
contract files 
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